United States Department of the Interior

NATIONAL ARK SERVICE
, Jefferson NatioBapansion Memorial
IN REPLY REFER TO 11 NoFtourth Street
St. Louis,9douri 63102-1882

SPECIAL USEPERMIT GUIDELINES FOR EVENTS AT
THE HISTORIC OLD COURTHOUSE

Many requests are received to use the Memorialddous reasons. When such requests are inapatepifiey are
denied. Frequently, because of lack of space sfiustdff resources, etc., even appropriate usestoadwe denied;
however compatible, non-commercial (does not involve the lying and selling of goods or services)se of the
Historic Old Courthouse is permitted from timeitoe with a Special Use Permit. A Special Use Peisrissued by the
Superintendent to an individual, group, or orgatniraauthorizing use of National Park Service-adstared resources.
A compatible use is defined as an activity thatdsspecifically prohibited by legislation and tligin accordance with
the purpose and the land classification of the arebNational Park Service policies.

As a matter of information to you regarding aftertts events at Jefferson National Expansion Merh(@ateway Arch
or Historic Old Courthouse), the possibility exigis the cancellation of all after-hours speciatiete due either to: (1)
severe inclement weather conditions where thesafatur visitors/employees is a concern; or (2ational or regional
crisis related to terrorism. Because the Memdrée been designated as one of the “icon” parksmthr nation that
may be targeted for terrorist activity, the staitithe Memorial's operations is linked directlyttee national threat level
declared by the Office of Homeland Security;iorsome cases, by the Director of the Nationak Bzrvice. At the
“Red” (highest) level,” when there is a severe rishesforist attack, a full scale closure will go irgffect That would
necessitate the immediate and complete closuigedftfemorial. At the “Orange” and “Yellow” levelelosure of any
portion of the Memorial’s facilities may be congielé on a case-by-case basis or day-by-day basisStiperintendent
will make that decision based upon the specifigagibn and local conditions as changes occur. Weviding this
information to you as a courtesy in case you wisbansider other alternatives.

Major events not open to the general public mudidid after established operating hours. The His®ld Courthouse
is open 8:00 a.m. to 4:30 p.m., daily. The Hist@®id Courthouse is closed Thanksgiving, Christaras New Year's
Day. Special Use Permits are not issued on certain dygidor during certain times when public visitatisextremely
high.

WHO MAY APPLY
Any individual, group, society, or organization théll assume responsibility for the gathering nagoply for a Special
Use Permit.

REQUESTING A SPECIAL USEPERMIT
Requests for Special Use Permits should be mageting to the Superintendent at the above lettedaddress at least
90 days prior to the date of the event. Pleadedecthe following information in your applicatidetter:

1. Name, address, phone number, and brief backdrofuyour organization/group;
2. The purpose and description of the event, dinfyiwhether or not food and drink (alcohol) wid berved;

3. Date and time guests will arrive and depgithour maximum) may begin no earlier than 5:30 p.m., and must
conclude at 11:00 p.m.

4. Number of guests anticipated.



ISSUING A SPECIAL USE PERMIT

When a written request for permission to use ttedtic Old Courthouse is received, along with thguired non-
refundable deposit, a decision will be made tovalbm deny special usage based on appropriatenesiakility,
timeliness, size of crowd, etc. If the use iségiermitted, a Special Use Permit outlining cond#i governing the
special usage, payment of the balance of the fekirsurance requirements will be completed antiteethe requester.
If request is to be denied, a letter explainingialewill be sent to requester and the deposit béllreturned.

Permittee must sign and return the permit for to¢harizing Official's signature. After signing biye Authorizing
Official, the completed permit will be forwardedpgermittee along with a letter outlining how to peed with the
planning and execution of their special activity.

PARK USAGE FEES

A usage fee is charged\ non-refundable down payment of $200.00 is requikto reserve a date on the park
calendar and should be enclosed with your writtenequest for a Special Use Permithe remaining balance is due
seven (7) working days prior to the date of yowerdy Fees are not refundable unless the numbmrestts attending
changes to the extent that a different fee is waeh If this is the case, a request in writingsbhe made to the
Superintendent for consideration of the adjustedafith the new number of guests attending. Naafijastment will be
considered after the date the balance of the fdedsi.e., seven (7) working days prior to theeddtthe event, or after
the event has taken place. All details relativedor event must be finalized no later than sev@mwprking days prior
to the date of your event--no exceptions will belem&heck should be made payable to the National Parke®vice
with your Social Security Number or Tax Identification Number noted on your check.

HISTORIC OLD COURTHOUSE

The Rotunda area is suitable for 100 guests fardogn dinner; or a maximum of 200 guests foramdtup reception.
Historic Old Courthouse events (4-hour maximum may begin no earlier than 5:30 p.m., and must caude at
11:00 p.m. Access for setup is permitted at 4:30 p.m. Fradtovember through early January, the Rotundaainat
Victorian Christmas decorations; however, themoisree. From approximately June 10 through JQ|ytHe Historic
Old Courthouse is decorated to celebrate a Viatdridependence Day. Keep this in mind when plapgour event.

2-hour event 3-hour event 4-hour event
1 - 200 people $1,400 $1,600 $1,800

FACILITY USAGEREQUIREMENTS

LIABILITY INSURANCE

To limit exposure to liability, the permittee agsee save, hold harmless, defend and indemnifyihieed States of
America. A Certificate of General Liability Insurance in the amount of $1 million is required. The insurer mus
include the NATIONAL PARK SERVICE AS AN ADDITIONAL INSURED for the period of the permit (this

must be specified in writing on the Certificate ofinsurance form). Proof of insurance is required 45 days pridhe
date of the event. The National Park Service veseathe right to require the posting of securithi@i in the form of cash
or bond to insure performance in accordance wightéhms of the permit to cover such costs as ratbor,

rehabilitation, and cleanup of the area used, éiner @osts resulting from the special park use.

CATERING/RENTALS

As there is no exclusive catering/rental servicthatMemorial, permittee is responsible for hirangaterer for their
event if food and beverage are servédisolutely, no cooking is allowedElectric warming ovens or sternos are
permitted All items needed for the serving of drinks and fawed to be provided by the permittee. We urgetgou
avoid using any items which when thrown away wiltldo our nation's environmental problems, andgisosuggest
you consider using recyclable products. NatiorakFService equipment and supplies are not availfavlpermittee's
use unless specified within the permit.




CLEANING

To insure that the facility is ready for early mioignpark visitors, the permittee must arrange foaeceptable
professional cleaning company to clean all aread.us meeting is required among the Chief of Facilities
Management (314-655-1600), the permittee or theiepresentative, the caterer, and the cleaning compgn
representative to discuss event logistics, caterirand clean-up requirements. This meeting mudie attended by
all parties and must be scheduled at least one mdnprior to the date of your event All event details must be
finalized before this meeting, i.e., trams, theststores, etc.

VENUE OPTIONS

EXHIBIT GALLERIES
Special Exhibit Galleries, Courtrooms, and galledevoted to exhibits about early St. Louis histeitybe opened and
staffed for the first 2 hours, or longer if requktand is included in the usage fee.

THEATER

If requested, a 17-minute documentary film entitfe&tlavery On Trial: The Dred Scott Decisiomiay be shown to your
guests and is included in the usage fee. Theudes historic documents and images, reenactmemsead interviews
with historians (and a direct descendant of thetScto bring the story to life and relate it teelacivil rights cases in
America.The theater can accommodate 48 people and maybdided at the final logistics meeting.

MUSEUM SHOP

The Historic Old Courthouse Museum Shop provides ywoup the opportunity to take home educationdl a
commemorative items that will bring back memoriégaur event. The 700 square foot shop, locatetherdirst floor
of the Historic Old Courthouse, offers exclusiviiggand publications relating to the Gateway AroH &listoric Old
Courthouse as well as St. Louis history.

To arrange to have the shop open, please contablanketing Assistant of the Jefferson NationakBassociation at
314-678-1513. The Historic Old Courthouse MuselmopSs available for $50 per hour with a 2-hour immm. The
latest start time for the store is 7:00 p.m. Pedsefrom sales in the shop support the educatidrird@rpretation
programs at the Historic Old Courthouse.

ADDITIONAL CONSIDERATIONS & LIMITATIONS

Use of the Historic Old Courthouse requires theedaling of the park's maintenance, interpretivel, law enforcement
staffs to provide appropriate care for resourcek\asitors; therefore, park staff must be availablevork an event
before the event is permitted.

The park is closed to the consumption of alcohiodiceragesinlessspecifically authorized by Special Use Pern@ash
bars and the selling of drink tickets on the premiss are prohibited. In order to clear the facility at the agreed-upon
time as noted on the permit, serving of all refrashts must be discontinued at least 15-minutes fwithat time.

No cash transactions of any kind are permitted dumg your event. Admission fees for, or any other nmoes
associated with your event, may not be collected dhe premises. Smoking is prohibited inside the Historic Old
Courthouse. Keep in mind when planning your eteat the Historic Old Courthouse Rotunda. is aiotconditioned.
No candles of any type are allowed, e.g., decaatiotive, or covered.

National Park Service Law Enforcement Rangerslélhvailable to handle any incidents related tafger-hours event
at the Historic Old Courthouse; however, rangetsneit be solely dedicated to handling securitygermitted activities.
If additional security is use@QNLY two types are authorized: (1) St. Louis City PelDfficers working on a secondary
detail, uniformed and armed, and; (2) any licens®gate security company officer, uniformed andarmed Notify the
park's Chief Ranger at 314-655-16Mly if additional security will be used.

These guidelines and fees are subject to chanpeuwtinotice. For additional information, pleasateat the Park
Permits Office at 314-655-1613. Revised March 2010



